
OFFICE OF THE SECRETARY OF STATE 
DEPARTMENT OF ARCHIVES AND HISTOR' APPLICATION FOR RECORDS RETENTION SCHEDULE 

ISION ". --i c 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing th is  form. Forward signed original to 
Department of Archives and History, Remrds Management Division. 330 Capitol Avenue. Atlanta, Georgia, 30334. 
Attention: Scheduling Section. 

a l ' s  Office, 
S t a t e  F i re  Marshal's Office 

-___- Mobile H o m e  Division 
ng, Jr. Drive, SW 

--4-. :=: 

Administrator,  Mobile Home Division 
__.___T_ 

Pete Paulsen 

b. 0 Dlrpose of present accumulation; no further accumulation anticipated. 
Amend Application No. 33 - 7 35 Checkone: III Change; 0 Supercede. L 0 Void - 

5. Records Series T i e  (followed by tide used in office; if different) 
Earliest b t e s t  

I Licensed Georgia Mobile Home Manufacturers Master Fi les  . .  
--I- ._.I..-_ ~~ ~ ~ . _ ~ ~ ~ ~ i  ~. . ~ 

9/68 I t o  da t e  
-. 

What is the function of the Division and the Office in which this record series is  created? 
.~. . ~ ~~ 

6. Division ud Offio Function 

To adminis ter  The Uniform Standards Code f o r  Factory Manufactured Movable Homes~Act. To: 
inspec t  and supervise  t h e  cons t ruc t ion  of mobile homes t h a t  are manufactured i n  and  ou t  of 
s t a t e  and are o f fe red  for sale i n  Georgia. 
home dea le r s  and manufacturers i n  the  State of Georgia. ' T o  inspec t  and monitor ou t  of 
state manufacturers. 
home manufacturers. A s s i s t s  p l a n t  personneL i n  co r rec t ing  production procedures t h a t  v i o l a t e  
t h e  F i r e  Safety Laws. 
Monitors mobile home complaints made by consumers aga ins t  mobile home manufacturers and 
dea lers .  

.~ 

To l i cense ,  inspec t ,  and monitor the mobile 

Reviews a l l  p l ans ,  specifications, and tes t  da t a  submitted by mobile 

Issues Code Cer t i f i ca t ion  Decals t o  mobile home manufacturers. 

. .  

-~-.I-_I_. __I ~ I------I_- ~ 

Series Description This file contains the following documents (include form numbenand rit/es, if any): 
Attach samples of the file. 

Manufactured Movable Homes A c t .  
Documents relating to: The adminis t ra t ion  of t he  Uniform Standards Code f o r  Factory 

Copies of app l i ca t ions  f o r  l i cense  (FM56) , manufacturer 's  l i cense  
(FM58), Mobile Home Manufacturer's Inspection Reports, deca l  invoice 
forms, c e r t i f y i n g  r ep resen ta t ive  Forms; correspondence r e l a t i n g  t o  
deca l s ,  inspec t ions ,  l i cens ing  and complaints. 

Arranged by Code Key'Number. The Key number 2-MM-1 is set up with 
. ,  (2): as bounty;"MM as mobile home manufacturer & rl.) p a r t i c u l a r  plant-  - 

How often are records referred to which are: 
One to six months old .~ ; Seven to twelve months old Twice -; Thirteen to twenty-four months old 

i .  i.t*.nty-five months and older. - ?  . _-_ .- 
9. Annual Rate of Accumulationof RIcords 

Letter-size drawers ~ .: : Legal-size drawers Ll.&L-; Shelves .; Other (specifyJ --- I_-_. ~. +, 

~~ AR-SO-71; Rev. 7 6  
- --..- ~~ ~~i ~~~ ~ ~~ ~~ ~~ ~~ -~ ~~~~ ____ ~~ .\ ~ : 



a: State Law __ 0 ~-yearr. 1. Audit period -. - 0 .- .. . _L . ._years. 

c. Federal law -_..-._-. 30 -years. f. Federal retention instructions ---~. 0 . . -.years. 
0 b. Statute of limitation .--years. 0 e. Administrative need __~_-~.-.years. 

Attach copy or excerpt of laws or regulations. Explain administrative need. 
Federal Register, Mobile Home Procedural and Enforcement Regulation, Subpart H, 
paragraph 3282.362 (ii) ( a ) ,  attached. 
the l i f e  of a mobile home. The l i f e  of a mobile home has been established a t  30 years. 

The permanent record f i l e  sha l l  be available during 

-- . - ~ - - _  - _ -  lil_== _- .---I _I _.___--_ _ _ ~ _  I - ___.__ __ 
12 ADoMved Dispodtion Instructions This agency recommends that the file series be cut otf ar thb end of each: 

?S Calendar Year; 0 Fiscal rear; 0 Other -___-_ __..---then, 

El Hold in the current files area Iy. -- month(s)__ 1 __ year(s); then 
0 Transfer to local holding area, hold - .-----,year(s); then 
eS Transfer to State Rmrds Center; hold 2 9 -  --.,year(s); then 
B Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 



-_--__ 
~ppii~.tion no co-pirtcd 

Mobile Homes Branch 
S t a t e  F i r e  Marshal's Off ice  
Off ice  of the Comptroller General 

7 . A C T I O N  R E Q U E S T E D  
ESTABLISH DISPOSITION STANDARD; DISPOSE OF PRESENT ACCUMULATION; 
RECORD WILL CONTINUE TO ACCUMULATE. NO FURTHER ACCUMULATION ANTICIPATED 

8 .Earliest & Latest 9. E x a d  Series Title Dates of Series 
9/68 -- 12 /71  Licensed Georgia Mobile Home Manufacturers Master Files 

'*What is the function of the office in which this record series is created? 

To adminis ter  The Uniform Standards Code f o r  Factory Manufactured Movable 
Homes A c t .  To i n s p e c t  and supervise  t h e  cons t ruc t ion  of mobile homes t h a t  
a r e  manufactured i n  and ou t  of s t a t e  and are o f f e r e d  f o r  sale i n  Georgia. 
To l i cense ,  i n spec t ,  and monitor t h e  mobile home dea le r s  and manufacturers i n  
t h e  State  of  Georgia. To i n spec t  and monitor o u t  of s t a t e  manufacturers. 
Reviews a l l  p lans ,  s p e c i f i c a t i o n s ,  and tes t  da t a  submitted by mobile home 
manufacturers. 
t h a t  v i o l a t e  t h e  Fire Safety Laws. 
mobile Home manufactuEers. 
aga ins t  mobile home manufacturers and dea lers .  

A s s i s t s  p l a n t  personnel i n  co r rec t ing  production procedures 
Issues Code C e r t i f i c a t i o n  Decals t o  

Monitors mobile home complaints made by consumers 

~ _- - II_ 
~ - 

1. This file contains the following documents% (include form numbers and titles, if any, - 
and file arrangement). 

Documents relating to the administration of the Uniform Standards Code for 
Factory Manufactured Moveable Homes Act. 

(FM58); Mobile Home Manufacturer's Inspection Reports; decal I - 

- i 

Included are: Copies of applicatio-ns for license (FM56); manufacturer's license ' I  

invoice Forms; certifying representative Forms; correspondence . 
relating to decals, inspections, licensing, and comp1aint.s. 

The files are arranged by Code Key numbers. The Key-number 2-MM-1 is set up I 
with "2" = county designation; "MM" = mobile home manufacturer, 
"1" = number given to particular plant. 
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r 
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PA6E 2 
1 - -- c . _  '. I 5 ~ 

-_1____ L. .~ 

Y E S '  NO ~ESTIONF(AIRE~~.&~.~~~~~.~ .  I r  1. *,yrs;. pie... e x p i . i n  . . -- 
1 'c 

,i ba [ I  
, [ I  WI 

I 1  €74 

16. Does t h e  series contain c l a s s i f i e d  informat ion  r equ i r ing  security handling? [ I  MI 

17. Does t h e  series i n i t i a t e ,  amend o r  terminate  agency p o l i c i e s  and procedures? [ I  [X 

13. Is t h i s  t h e  Record Copy. of t h e  series? 

1 4 .  Is the re  a dupl ica t ion  o f  t h i s  series i n  another o f f i c e  o r  agency? 

15. Is t h e  information contained i q  this  series ever swpar i zed  o r  published? 

i 

i i '  
8 .  Attach copy of summary o r  publ ica t ion .  

18. Could t h e  funct ion be  performed i f  t h e  f i l es  were l o s t  o r  destroyed? 

19. Is t h e  series ( o r  major po r t ion  of it) regu la r ly  microfilmed? I f  yes, xhy? 

20. Does t h e  record series provide data as input  t o  an EDP f i l e ?  

M [ I  

I r ' 4  
[ I  c>cl 

21. Does t h e  record series contain documentation produced as EDP p r in tou t?  [ I  €74 
22. Has t h e  Federal  Government i ssued  in s t ruc t ions  govern$ng t h e  retent ion/dispo-  [ ] 

s i t i o n  of t hese  f i l es?  

[ I  b d  23. W i l l  t h e r e  be a need f o r  t hese  records 10, 1 5  years from now? If  yes ,  what? - -=-___ I____ 

24. REQUIREMENTS. The following requires  the  f i l e s  t o  be kept 5 .  ~ years : 

a. [ ]STATE b .  [ISTATUrE OF c. [ ] A U D I T  d .  []F%DERAL e.MADMINISTRATIVJ3 f. []HISTORICAL 
LAW LIMITATION PERIOD L A W  DECISION VALUE 

( C i t e  Law, S t a t u t e ,  or o ther  reason for  the  r e t e n t i o n  requirement) 
It is  s o m e t i m e s  necessary t o  check back on inspect ion r e p o r t s  i n  case of 
quest ionable  f ires i n  mobile homes due t o  construct ion,  e l e c t r i c a l ,  heat ing,  

of each -64CALENDAR YEAR -[]FISCAL YEAR -[]OTHER ,then : 

. .  
i. ' , .' . .  

-- - *,. . .  1 -  ?. 
.. _. 

<_ 

.- , . .  _ _  
e, .- '-, I , . #g ' ,,: i. 

( I n d i c a t e  b r i e f l y  ra t iona le  for reconmendations above/or w&e 'addit&aI renkirks)  : 
~ 


